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Step-by-Step Guide  
to input  

Mock End of Cycle and  
Interim Review Assessments 

into the  
Performance Appraisal Application (PAA)  
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Steps Overview 
 
 
Step 1.  Rating Official initiates Interim Review (Pages 3-6) 
Step 2.  Employee inputs Interim Review and Mock End of Cycle self-
assessment for mock pay pool (Pages 7-12) 
Step 3.  Rating Official inputs Interim Review assessments and Mock End of 
Cycle ratings for mock pay pool (Pages 13-20) 
Step 4.  Higher Level Review (Pages 21-25) 
Step 5.  Rating Official finalizes Interim Review (Pages26-28) 
Step 6.  Employee acknowledges Interim Review (Pages29-32) 

 
Before You Begin 

 
• Performance Plan must be created  

– Job objectives must be in “Approved” status 
– Weights must total 100% 
– Overall plan must be in “Approved” status 

• Mock End of Cycle assessment and Interim Review self- and supervisory 
assessments should have been composed (in MS Word) 

• Rating official should obtain concurrence from Higher Level Reviewer for 
proposed ratings and interim review assessments 



Step 1:  Rating Official Initiates Interim Review 
 
Log in to My Workplace, select NSPS Appraisals 

 (My Workplace) 
 

 
 
 
Change Password if required* 
• Must select and provide answer to Security Question 
• Include your email address 
• Click <Apply> 
 
 

 
 

(*This screen may or may not display) 
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Select employee from list using blue pencil 
(use “Next 5” to view additional names) 

 

 
 

Upper part of performance plan (scroll down)… 
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Lower part of performance plan; click <Create Interim Review> 
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Enter Start and End Dates 
• Start date is NSPS Conversion date  
• End date is last day of interim review period 
 

 
 

Click <Save> button 
 

Click <Transfer to Employee> 
 

 
 
 

Click <Submit> button (top or bottom) 
 

 
 

Repeat same steps for all employees 
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Step 2: Employee Inputs Interim Review and Mock End of 
Cycle self-assessments for mock pay pool  

 
Click My Biz, then NSPS Appraisals (My Biz) 
 

 
 
 

Change Password if required* 
• Must select and provide answer to Security Question 
• Include your email address 
• Click <Apply> button 
 

 
 

(* this screen may or may not display) 
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Click the blue pencil to access performance plan 
 

 
Upper part of performance plan (scroll down)… 
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Lower part of performance plan 
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Check your character and line count for your assessments! 
• In MS Word, select Tools  Word Count 
 

 
 

Interim Review self-assessment 
• No more than 2000 characters (with spaces) 
• No more than 21 lines 
 
Annual Appraisal self-assessment 
• No more than 6600 characters (with spaces) 
• No more than 75 lines 

 
 

Hint:  Adjust margins in MS Word to reduce lines 
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Annual Appraisal:  Copy and paste Mock End of Cycle self-assessment from 
MS Word 
 

Interim Review:   
• Copy and paste Interim Review self-assessment from MS Word 
• Click <Save> button 

Click blue pencil to open Interim review 
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Click <Transfer to Rating Official> (top or bottom of screen) 
 

 
 

Click <Submit> button (either one – top or bottom) 
 

 
 

Logout or close window – you are done for step 2! 
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Step 3: Rating Official 
 Inputs Interim Review assessments and Mock End of Cycle 

ratings for mock pay pool  
 

Log in to My Workplace, select NSPS Appraisals (My Workplace) 
 

 
 

 
Select employee from list using blue pencil 
(use “Next 5” to view additional names) 
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Scroll down to the bottom of the appraisal to the Interim Review section, then 
click the blue “Update” pencil 
 

 
Interim Review:   
• Copy and paste Interim Review supervisory assessment from MS Word 
• Click <Save> button 
 

 
 
Click <Update Plan/Appraisal> button (at top or bottom of screen) 
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To begin rating the performance objectives, scroll down to the Job Objectives 
section, then click the blue “Update Details” pencil by the first job objective 
 

 
 
Upper part of job objective screen (scroll down)… 
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Lower part of job objective screen. 
Enter job objective rating using drop-down menu 
 

 
 
Enter Contributing Factor Impact 
• Be sure to select +1, 0 (Neutral), or -1.  DO NOT leave blank. 
• When done, click <Apply and Update Next> 
• Continue for each objective 
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After rating the last objective, click <Apply> and you will return to the appraisal 
screen 

 
The Job Objectives area now shows the job objective ratings, contributing 
factor impact, adjusted ratings, and weighted ratings… 
 

 
Notes:   
Only approved objectives are rated and used in calculating the 
employee’s score.  Make sure all approved objectives have a rating. 
 
Annual Appraisal: 
• Copy and paste mock annual appraisal rating official assessment from MS 
Word 
• Click <Apply> button 
 

 
(The rating of record and the average score is shown on the screen) 
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Scroll down to the Interim Review section 
Click the icon under “Request HLR (Optional)” 
 

 
 
 
 
The default Higher Level Reviewer is shown as the Approver on line 2 (Gus 
Vanhecke in this case). 
If this is the correct higher level reviewer, click the <Submit> button and 
continue. 

 
 
If this is NOT the correct higher level reviewer, click the <+> button next to 
“Add Adhoc Approver” and continue with the next page. 
 
 
Click the <Yes> button on the “Warning” screen 
 

 
Repeat same steps for all employees 
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Incorrect Higher Level Reviewer (through page 20): 
 
• The “Add Adhoc Approver” section displays.   
• Type in the name of the new HLR, followed by the wild card (%), then click 
the flashlight icon.   
• Format for searching is Last Name (comma) First Name (or initial) (wildcard 
%).  In this example, I am searching for Troy Cressman: 
 

 
 

A list of matching names will display.   
 
When you locate the correct name on the matching list, click the “Quick Select” 
icon.   
 
If the name is not there, try modifying your search criteria (e.g., leave off the 
first initial, just search on the last name followed by the wild card. 
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Once selected, the new name displays in the Approver block.   
 
Click the <Add> button to proceed: 
 

 
 
 

The new higher level reviewer’s name has now replaced the former HLR: 
 

  
 
Press the <Submit> button to route to the HLR: 

 

 
 

Click the <Yes> button on the “Warning” screen 
 

 
 

Repeat same steps for all employees 
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Step 4: Higher Level Review   
 

Log in to My Workplace, select NSPS Appraisals (My Workplace) 
 

 
 
Change Password if required* 
• Must select and provide answer to Security Question 
• Include your email address 
• Click <Apply> button 
 

 
 

(*This screen may or may not display) 
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Select employee from list using blue pencil 
• Note Appraisal Status “Pending IR HLR Approval” 
• If more than 5 names, use “Next 5” (not shown) to view additional names 

 

 
 

Upper part of performance plan (review as desired; click “Show” to see 
Job Objective details; scroll down)… 
 

 
 



7 June 2007 

 23

Center part of performance plan (review as desired, scroll down)… 
 

 
 
Bottom part of performance plan (review as desired; click “Show” to see  
Interim Review details – see next page) 
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Interim Review details, review as desired 
 

 
 

Higher Level Reviewer cannot make changes to the appraisal. 
 
• Use the <Approve> button to approve the Interim Review 
• Use the <Return for Correction> button to have the rating official make 
changes 
 

 
 
If returned for correction, rating official and higher level reviewer will repeat 
Steps 3 and 4 
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Click the <Submit> button to return the appraisal to the rating official (whether 
approved or being returned for correction) 
 

 
 
Click the <Yes> button on the “Warning” screen 
 

 
 

Repeat same steps for all employees 
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Step 5:  Rating Official Finalizes Interim Review 
 

Note: Before beginning this step, the rating official must meet with the 
employee and communicate interim review assessment. 
 
Log in to My Workplace, select NSPS Appraisals (My Workplace) 
 

 
 

Select employee from list using blue pencil 
• Note Appraisal Status “IR Approved by HLR” 
 

 
 
Scroll all the way down to the Interim Review section 
Click the “Show” link to open the Interim Review 
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Enter Communication Date and Method (the date you held the Interim Review 
conversation with this employee).  
Click the <Save> button. 
DO NOT CHECK "APPROVE" BUTTON UNTIL AFTER 
EMPLOYEE ACKNOWLEDGEMENT 

 
 
Click <Transfer to Employee> 
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Click <Submit> button (top or bottom) 
 

 
 

• Job objectives box must be checked for employee to view objectives. 
• Employees will not see the ratings or supervisory assessment. 
• Update Plan/Appraisal box must be checked for the employee to  

acknowledge the Interim Review 
 

Repeat same steps for all employees 
 
 

Confirmation on the main appraiser screen 
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Step 6:  Employee Acknowledges Interim Review 
 

Click My Biz, then NSPS Appraisals (My Biz) 
 

 
 

Click the blue “Update” pencil to access performance plan 
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Top part of performance plan (scroll down)… 
 

 
 
Center part of performance plan (scroll down)… 
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Lower part of performance plan 
Click “Show” link to open Interim Review 
 

 
 
Click the “Acknowledge” box  
(Once you have acknowledged the interim review, this function cannot be 
undone) 
 
Click the <Save> button 
The interim review status will not change from "Pending" to "Approved" until 
the Rating Official approves the interim review. 
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Click the <Transfer to Rating Official> button 
 

 
 

Click <Submit> button (either one – top or bottom) 
 

 
Confirmation – appraisal has been transferred 

 
 

Logout or close window – you are done! 
 
 
 
 

Interim Review and  
Mock End of Cycle Assessments for Mock Pay Pool are now 

completed in the PAA 
 


